CROWLEY FI RE DEPARTMENT
LEAVES OF ABSENCE & HOLI DAYS

LEAVES OF ABSENCE:

A.

Leaves of absence are classified as foll ows:

Leaves of absence with pay
Leaves of absence w thout pay
Absence wi thout | eave and pay

Leave:
In conpliance with state |aw, each enployee of the
classified service shall be entitled to and given,
with full pay, sick |eave aggregating not |ess than
fty-two (52) weeks during a cal endar year for any
ckness or injury or incapacity.

A menber who is not able to conplete a tour of duty
due to illness shall report his absence to the chief,
or to the shift captain if the chief is not avail abl e,
bef ore taking the absence.

A sick | eave period comences at the tinme a nenber is
due to start duty. Notification of sick |eave to be
taken should be three (3) hours prior to the start of
the duty period m ssed. A nenber on sick | eave shall
remain in his residence or other approved place of
confinenent for the entire sick | eave period, except
to visit a physician, hospital, clinic, purchase neals
or nedi cine. Exceptions: Prolonged illnesses which
recuperation calls for fresh air and outdoor exercise,
or recuperation froman injury such as a broken |inb
whi ch woul d warrant a prol onged conval escence.

A menber shall furnish the follow ng information at
the tinme of reporting sick to the chief or shift
captain if chief is unavail abl e:

a. Nanme

b. Il ness or injury causing the absence

cC. Pl ace of confinement and tel ephone nunber if
different fromresi dence

d. Name of the doctor, clinic, or hospital, if
any, who has been consulted or is treating
the illness.

A menber shall report his return to work by notifying
the chief or the shift captain if the chief is not
avail abl e, at least three (3) hours before duty and as
fol |l ows:

a. Nanme
b. Date and tine of return to duty
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An illness lasting longer than three (3) cal endar
days, the enployee nmay be required to submt a
doctor's certificate i ndi cating t he illness
or condition which justified the absence, as well as
t he probabl e duration of the ill ness.

Any additional or confirm ng exam nation requested by
the city shall be paid for by the city.

Sick leave may not be used for absences incurred
because of attendance to personal affairs.

Sick leave is applicable to mternity clains.
Maternity | eave comrences when doctor certifies that
t he enpl oyee cannot perform all of the duties of her
position and light duty within her classification is
not avail abl e.

Annual Leave:

1.

Each full-time enployee of the classified service
after having served one year shall be entitled to an
annual vacation of eighteen (18) days with full pay.
The vacation privileges herein provided for shall not
be forfeited by any nenber of the departnent for any
cause. A nenmber shall be given one (1) extra day of
vacation for every year after the ten (10) years of
service, up to thirty (30) days.

Each enployee may divide vacation l|leave into two
separate equal periods. No cash paynment may be nmade in
lieu of a vacation.

Al'l enpl oyee vacation schedul es nust be approved by
the chief at least two (2) weeks before any vacation
is to begin. Enployees with the greatest departnental
seniority will have priority on scheduling.

Hol i days

1.

Each menber of the classified service shall be granted
"Leave of Absence with Pay" on the follow ng |ega
hol i days:

Chri st mas

New Year's Day

July 4th

Labor Day

Thanksgi vi ng Day

Nati onal Menorial Day

Good Fri day

Mardi Gras Day

Vet eran' s Day

Martin Luther King, Jr. Birthday

COXNOUIAWNE=
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Should a menmber of the classified service's work an
assi gnnment on a | egal holiday as set by this board, he
will be paid an additional conmpensation of one tines
t he nor mal rate  of pay. However, gover ni ng
authorities, at their option, may grant enpl oyees tine
off fromwork for which such additional conpensation
woul d be due and payable to said enpl oyee.

CROWLEY POLI CE
LEAVES OF ABSENCE & HOLI DAYS

LEAVES OF ABSENCE- POLI CE

A.

B.

Leaves of absence are classified as foll ows:

Leave of absence with pay
Leave of absence w thout pay
Absence with | eave and pay

Leave:

In conpliance with state |aw, each enployee of the
classified service shall be entitled to and gi ven with
full pay, sick |eave aggregating not [|ess than
fifty-two (52) weeks during a cal endar year for any
si ckness or injury or incapacity.

A menber who is unable to conplete a tour of duty due
to illness shall report his absence to the highest
ranki ng menber of the division or shift commander on
duty before taking the absence. The shift commander
must also be notified if a nmenmber is wunable to
conplete a tour of duty.

A sick | eave period comences at the time the nmenber
notifies the highest ranking menber of the division or
shift commander on duty. A nmenber on sick | eave shall
remain in his residence or other approved place of
confinenent for the entire sick |eave period, except
to visit a physician, hospital, clinic, purchase neals
or medicine. NOTE: If the enployee on sick |leave is
a nmenber of the Crowey Minicipal Fire and Police
Civil Service Board, he nmay |eave his residence to
attend neetings of the Civil Service Board. The
menber shall notify the highest ranking nmember of the
di vi sion or shift commander on duty before | eavi ng and
upon returning fromsuch a visit.

A member shall furnish the following information at
the time of reporting sick.

A. Nanme
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Il ness or injury causing the absence

Pl ace of confinement and tel ephone nunber, if
different fromthe nenbers residence.

Name of the doctor, clinic or hospital, if any,
who has been consulted or 1is treating the
illness.

Ow

5. A menber shall report his return to work by notifying
t he highest ranking nenber of the division or shift
conmander on duty, as follows:

A. Name
B. Date and tine of expected return to duty

6. A nmenber's sick |eave period ends when the menber
actually returns to duty (exceptions bel ow).

7. Menmbers reporting absences for reasons of illness in
excess of three (3) consecutive working days, shall be
required to furnish a doctor's certificate to the
shift .commander prior to return to duty or at any
time during such absence.

8. Menmbers reporting absences for reasons of illness
shall be subject to a medical exanm nations by a
department appointed physician. Such exam nation
shall be at a tine and |ocation designated by the
chief or City of Crow ey. Any additional or confirm ng
exam nation shall be paid for by the City of Crow ey.

9. Sick leave may not be used for absences incurred
because of attendance to personal affairs.

10. Sick leave is applicable to maternity clains.
Maternity | eave comrences when a doctor certifies that
t he enpl oyee cannot perform all of the duties of her
position and |light duty within her classification is
not avail abl e.

11. No cash paynent nmay be nmade for accunulated sick

| eave. Should any illness last |onger than three (3)
cal endar days, the enployee is required to subnmt a
doctor's certificate indicating the illness or
condition which justified the absence, as well as the
probable duration of the illness. For failure to
produce a doctor's certificate for any illness over
three (3) days, the enployee will be classified as
"absent wi thout |eave and pay."
EXCEPTI ONS

A. Assi gned Days O f, Holidays, Annual Leave:
VWhen a nenmber reports sick prior to an assigned day
of f, holiday, or annual |eave, he nust remain on his
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prem ses for the full 24 hours. However, he may use
hi s assigned day off, holiday or annual |eave in any
manner in which he desires, provided that he is to
return to duty on the day after his assigned day off,
hol i day or annual | eave and has reported that he w |
do so, before his assigned day off, holiday or annual
| eave comences.

Si ck Absence/ Annual Leave -- Shift commanders & the
chi ef may grant annual | eave to a nenmber on sick | eave
in extrene enmergencies which would require the nenmber
to engage in activities prohibited by Section 1 (B) 3.

Annual Leave

1. Each full-time enployee of the <classified
service, after having served one year, shall be
entitled to an annual vacation of fifteen (15)
wor king days with full pay. A nmenber shall be
given an additional day of vacation, wth pay,
for every year after ten (10) years of service,
up to a total of thirty (30) days. The vacation

privileges herein provided for, shall not be
forfeited by any menber of the departnent for any
cause. No cash paynment may be made in |ieu of
vacati on.

2. Al'l enpl oyee vacati on schedul es nust be approved

by the supervisor at |east (2) weeks before any
vacation is to begin. Enployees with the greatest
departnmental seniority will have priority on the
schedul i ng.

Hol i days:

Each menber of the classified service shall be granted
"Leave of Absence with Pay" on the follow ng |egal
hol i days:

Chri st mas

New Year’' s Day

July 4th

Labor Day

Thanksgi vi ng Day

Nati onal Menorial Day

Good Fri day

Mardi Gras Day

Vet eran’ s Day

10. Martin Luther King' s Birthday

OCRNOOTAWNE

Should a menmber of the classified service's work
assi gnnent be such that the enployee is scheduled to
work on a legal holiday as set by this board, the
enpl oyee will be paid an additional conpensation of
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one times the normal rate of pay. However, governing
authorities, at their option, may grant enpl oyees tine
off fromwork for which said additional conpensation
woul d be due and payable to said enpl oyees.

Funer al Leave:

1. Funeral leave in the event of an
i mediate famly deat h shal | be
aut hori zed wi thout | oss of pay or |eave
time not to exceed one (1) shift,
except in extenuating circunmstances
endorsed by the enpl oyee's chief.

2. An enployee's immediate famly 1is
defined to consist of parents, spouse,
br ot her or si ster, gr andpar ents,

children and step-children, parents of
spouse, and any other famly nmenber at
the discretion of the enpl oyee’ s chi ef.

3. Funeral I|eave is authorized for the
specific purpose of attending the
funeral of the deceased fam |y nenmber.

4. The Appointing Authority is encouraged
to establish witten policies necessary
to monitor funeral | eave and to prevent
abuse of this benefit, which may
include notification prior to duty.
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